
Leave/Overtime Requests 

For Employees 
This presentation covers the following: 

 

• Leave/Overtime Request Basic Information 

• Creating a Leave/Overtime Request 

o Leave Request 

o Overtime Request 

• Viewing a Leave/Overtime Request 

• Accessing an Archived Leave/Overtime Request 

 

 

Note: each agenda item is linked to its position within the presentation. 
If you would like to skip ahead or review a specific action, click on the 
links above.  
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Leave/Overtime Request: 

Basic Information 
• This presentation applies only to agencies that have signed up to 

use the Leave/Overtime Request feature.  

• It is best to submit only one request per pay period. The request can 
be edited as many times as needed until it is submitted for payroll.  

• Your approver will receive an e-mail notification when you submit 
your leave/overtime request letting them know that a request is 
awaiting their action.  

• Your time sheet cannot be submitted unless all leave/overtime 
requests have been approved.  Your supervisor will receive an e-
mail message stating that their immediate action is required every 
time you attempt to submit your time sheet while there is a 
leave/overtime request awaiting approval.  

• Leave balances on the time sheet and leave/overtime request will 
only be accurate as of the last payroll processed.  
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Leave/Overtime Request: 

 Logging On 
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Leave/Overtime Requests: 

Creating a Leave Request 
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Once you have logged on to the SCO Web site, you will be directed to the 

Application Selection Menu.  Click on ‘I-TIME’ to get started. 



Leave/Overtime Requests: 

Creating a Leave Request 

Using the drop-down box in the navigation area, select 

the pay period you would like to create a leave/overtime 

request for.  

Note: if no pay period is selected, the request will default 

to the current pay period.  
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Leave/Overtime Requests: 

Creating a Leave Request 

Click on the ‘Create Leave/Overtime Request’ link 

located above the employee leave balances. 
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Leave/Overtime Requests: 

Creating a Leave Request 

From this point, either a leave request or an overtime request can be 

created.  Select ‘Leave Request’.  Once ‘Leave Request’ is selected, a 

‘Time Off Requested’ section will appear. 
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Leave/Overtime Requests: 

Creating a Leave Request 

 

The following fields must be completed in the ‘Time Off Requested’ 

section: Time Code, From and To Date, Start and End Time and 

Includes Lunches. See the next slide for more information on filling 

out these fields. 

NOTE: Includes Lunches will default to ‘No’ if a lunch period is not 

selected.  
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Leave/Overtime Requests: 

Creating a Leave Request 

Time Code: select a time code from the drop 

down box.  The available time codes are 

determined by your agency.  

Dates: The date can be typed directly into 

the boxes; or clicking on the ‘From Date’ and 

‘To Date’ will bring up a calendar from which 

the dates can be selected.   

Time Range: time can be typed directly into 

the boxes; or clicking on the ‘Start Time’ and 

‘End Time’ links will open a time selection 

box. Time will be in 15 minute increments. 

Lunch: select if the time includes a lunch 

period.  
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Leave/Overtime Requests: 

Creating a Leave Request 

Once the required fields have been completed, click ‘Add 

Hours’ to populate the time sheet below.  
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Leave/Overtime Requests: 

Creating a Leave Request 

The requested leave will display in Week 1 or 

Week 2 of the time sheet.  Once the request is 

submitted, an email will be sent to the 

approver with the summary information 

displayed in the center area. 
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Leave/Overtime Requests: 

Creating a Leave Request 

A request can be edited as many times as needed. To edit the 

time in Week 1 or Week 2, click on ‘Select to Edit’.  To delete the 

time in specific week, click ‘Select to Delete’.  

Note: please only use one leave request per pay period.  

Submitting multiple requests can delay the approval process.  
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Leave/Overtime Requests: 

Creating a Leave Request 

 

Employee Comments can be made at the bottom of the request.   

Approver Comments can be viewed once the form has been sent to the approver (if the approver 

adds comments).   

The Audit Trail documents each action taken on the request.  

The Timestamp area documents when an action was taken and by whom.   

Note: most agencies prefer that employee comments be submitted with any leave request. 
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Leave/Overtime Requests: 

Creating a Leave Request 

Once the request form has been completed, select one of the following options 

from the top of the page: 

 

Save: will save all changes made to the leave/overtime request form in a draft 

status to allow edits or additions at a later time.  Selecting ‘Save’ will not send an e-

mail notification to the approver.   

Submit: will save all changes made to the leave/overtime request and send an e-

mail notification to the approver for review.  

Cancel: will cancel out of the leave/overtime request without saving the changes.  
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Leave/Overtime Requests: 

Creating an Overtime Request 

Select the pay period you would like to create a leave/overtime 

request for by using the drop-down box in the left navigation 

frame. Then click on ‘Create Leave/Overtime Request’. 

Note: if no pay period is selected, the request will default to the 

current pay period.  
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Leave/Overtime Requests: 

Creating an Overtime Request 

Select ‘Overtime Request’ to create an overtime request. 
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Leave/Overtime Requests: 

Creating an Overtime Request 

 

Filling out an overtime request is similar to filling out a leave request except time codes and lunch hour 

options are not available on an overtime request.  Fill in the dates and times for the request and click 

on ‘Add Hrs’. 

Note: since you cannot include your lunch hour in the request, you will need to subtract any 

break/meal times taken from the total time of the request. For example, if you worked from 8am to 5pm 

on a Saturday but took a hour lunch, enter your time worked as 8am to 4pm to account for the hour 

lunch.  
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Leave/Overtime Requests: 

Creating an Overtime Request 

 

XXX will default as the time code and the 

hours will appear in Week 1 or Week 2 of the 

time sheet.  Once the request is submitted, 

an e-mail notification will be sent to the 

approver with the summary information 

displayed in the center area. 
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Leave/Overtime Requests: 

Creating an Overtime Request 

Once the form has been created, select one of the following options from the top 

of the form: 

 

Save: will save all changes made to the leave/overtime request in a draft status 

to allow edits or additions at a later time.  Selecting ‘Save’ will not send an e-

mail notification to the approver.   

Submit: will save all changes made to the leave/overtime request and send an 

e-mail notification to the approver for review.  

Cancel: will cancel out of the leave/overtime request without saving the 

changes.  
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Leave/Overtime Requests: 

Viewing a Request 

Once your leave/overtime request has been saved or submitted, you 

will be able to view, edit or delete your request by clicking on the 

‘View Leave/Overtime Requests’ link.  
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Leave/Overtime Requests: 

Viewing a Request 

Note: leave requests are color-coded according to status.  An e-mail notification is generated to the 

employee when the leave/overtime request is approved, deleted or denied by the approver.   

To open an individual 

request, click on the 

color coded status link. 
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Leave/Overtime Requests: 

Viewing a Request 
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Once a leave/overtime request has been opened, the options of edit, 

cancel and delete are displayed.  If edit is chosen, the request will need 

to go back through the appropriate approval processes when re-

submitted.  

Note: a leave/overtime request can be edited by the employee until the 

time sheet has been reviewed or approved for payroll.  

 



Leave/Overtime Requests: 

Submitting Time 
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Note: upon submission of the time sheet, the above error message will display if any leave/overtime 

request(s) have not been approved.  An e-mail message will be automatically sent to the approver 

stating that their immediate action is required.  



Leave/Overtime Requests: 

Submitting Time 
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Note: if the time sheet does not reconcile with the leave request(s), the above error message will 

display when the time sheet is submitted.  When reconciling the time sheet to the leave request, the 

system compares dates, hours and time codes.  Overtime requests reconcile dates, hours and time 

codes with the time sheet.  



Leave/Overtime Requests: 

Submitting Time 
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If your time sheet does not reconcile with your leave 

request, the above warning will also appear on your 

time sheet.  



Leave/Overtime Requests: 

Accessing an Archived Request 
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Hover the mouse over View/Print Reports  and click 

on ‘View/Print Individual Time Sheet’ to access 

archived time sheets with leave requests. 



Leave/Overtime Requests: 

Accessing an Archived Request 
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To access an archived time sheet, select a time period in the Select Archive drop down box. 

  The achieved time sheets for that time period will populate the Select Pay Period box. Click on a 

pay period and click ‘Continue’ to view that time sheet.  



Leave/Overtime Requests: 

Accessing an Archived Request 
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Click on the ‘View/Leave Overtime Requests’ link 

inside the archived time sheet.  



Leave/Overtime Requests: 

Accessing an Archived Request 
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Click on the color coded status to view the request.  



Leave/Overtime Requests: 

Accessing an Archived Request 
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Click ‘Cancel’ after viewing.  



Thank You for Participating! 

 
If you have additional questions that were not included in this online 

session, please utilize the following options: 

 

• Access the help button in I-TIME 

• Contact your local payroll office or 

• E-mail the DSP Help Desk at dsphelp@sco.idaho.gov 

• For questions regarding this PowerPoint or for training needs, 

please contact dsptrainer@sco.idaho.gov 
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